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[bookmark: _Toc456901515][bookmark: _Toc502013152]Introduction

Communication is an exchange of information between a sender and a receiver where the message passes through a certain medium(Thoughtcocom, 2017). This report will be focused on the level of communication in an employment context. During the report many things will be discussed such as the importance of communication in the workplace, the problems that employees face during regular communication and the important measures that can be taken to improve the overall communication skill of the employees in an organization. This report will be based on my personal experience of working in an organization as well as gathering ideas from friends and family members regarding communication in the workplace. 

[bookmark: _Toc502013153]1.0 Importance of communication within an employment context

Communication is one of the key elements which leads to growth and success for an organization. Without proper communication among the employees and different departments, it will be difficult for any organization to be successful. I had previous experience of working as a marketing executive at a FMCG companywhere regular communication was important for the success of the organization. I was a marketing executive and I had to communicate both internally and externally to complete my daily tasks assigned by the supervisor. 
Some of the reason why communication is important are given below:
· Communication builds and maintains relationship between the employee in an organization. With effective communication, it is possible to build a productive relationship, which also helps the organization to accomplish its goals more effectively and efficiently(Chroncom, 2017). 
· Communication also promotes innovation in the organization(Chroncom, 2017). When employees have good relationship with each other, the communicate more openly without feeling shy or hesitation and as a result new innovate ideas can come from an important brainstorming session. 
· When employees communicate well with each other, they work together as a team rather than walking alone which also benefits the organization as it improves efficiency.
· Communication also leads to transparency in the organization. Communicating both internally and externally makes an organization transparent which is helpful to build and gain trust. Transparency decreases misconception and reduces employee conflicts in the workplace(Managementstudyguidecom, 2017).
· Communication can solve complex problems, which can be difficult to solve alone(Managementstudyguidecom, 2017). When employees communicate well, they assists each other to solve complex problem, which improves work efficiency and leads to knowledge sharing and continuous learning. 
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Workplace conflicts are getting common in every organization. The most popular type of conflict are the conflicts related to communication in the workplace. By working as a marketing executive, I have experienced and observed other employees getting involved into conflicts because of improper communication. 
Some of the conflicts are given below:
· Misinterpretation- This is the most important type of conflict caused by poor communication. When an employee asks another employee for something, then there might be misinterpretation of words and might not understand what the employee asked him to do in the first place(Chroncom, 2017). For example, the marketing manager asked me to buy roll wafers from the market for research and I misinterpreted his instruction and ended up buying all type of wafers that are available in the market. This has occurred because the manager did not provide enough time and information while assigning me the work. 
· Creates uncertainty- Lack of communication can cause uncertainty and lead to a lot of stress and problems of the employees(Chroncom, 2017). For example, an employee of marketing department might need essential information from Finance Department and might need to wait longer than expected before getting the information and complete the task in hand.  
· Problem with sharing resource- When a start-up company operates, they might have limited resources available to run the business. Sometimes marketing executives need to hold meeting in the conference room with the sales executives. Before setting the meeting the marketing executive have to inform others who might need the same conference room at the same time for other meeting. If there is lack of communication then conflicts may arise due to lack of information sharing between the employees.
· Poor Teamwork- It is very important for organization and its departments to work as a team to become more efficient and productive. However, lack of communication might lead to poor teamwork as the team members might not understand what role they should play for a given task and there will be higher chance of overlapping of work, which can lead to inefficiency, and lack of productivity. 
· Rumour and Gossip- These things are very common in the workplace and when there is lack of communication then there might be frequent rumour and gossip about the latest topics(Workplaceissuescom, 2017). For example, there might be rumour about an employee being terminated in the next month and other employees might start gossiping about it instead of working. This can also cause a lot of stress among the employees which needs to be properly maintained and controlled by the organization and if this is a rumour then it is the organizations responsibility to take care of the issue. 





[bookmark: _Toc502013155]3.0 SHANNON WEAVERS MODEL OF COMMUNICATION
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This model shows how communication process works and was invented by Shannon and Weaver in 1948(Businesstopianet, 2017). There are various steps in which communication occurs between a sender and a receiver, which can be explained with this model. 
· Sender- Sender is the person who sends the message to another person for the purpose of communication(Businesstopianet, 2017). 
· Encoder- The message is converted into symbolic form(Businesstopianet, 2017). 
· Channel- It is the medium in which the message will be transmitted(Businesstopianet, 2017). 
· Decoder- converts the signals into message, which is understandable and adds meaning(Businesstopianet, 2017). 
· Receiver- The destination of the message from sender(Businesstopianet, 2017).
· Noise- Any disruption that causes the receiver to miss certain parts of the message(Businesstopianet, 2017). 
[bookmark: _Toc502013156]4.0 Using 5 Stages of Group Development to Manage Group Dynamics
Bruce Tuckman’s model of group development consists of five stages(Mindtoolscom, 2017).While working as a marketing executive, I also have worked in a group to accomplish my goals such as selling different newly launched products to the customers and implementing different strategies to accomplish our goals. 
· Forming Stage- It is the first stage of group development where group members do not actually know each other. At this stage, people are polite and cautious of one another(Mindtoolscom, 2017). In this stage, our marketing group started knowing each other. 
· Storming Stage- In this stage the marketing executives already knows about each other. Conflicts can arise in this stage so need to be careful about that. Someone might not like my idea of selling the products or there might be miscommunication and conflicts can arise. 
· Norming stage- In this stage there is less chance of conflicts as all the employees of our department knows how to handle each other. The members of the group are more inclined to accomplish the goals set by the group. 
· Performing Stage- In this stage the main action takes place. To sell our product we have already set strategies to promote and sell our product. It was the time to take immediate action by implementing our strategies individually and sale our products to fulfil the monthly sales target set by the deputy general manager of sales and marketing. There were many difficulties that can arise but the team was good enough to handle the unexpected situations. 
· Adjourning Stage- It is the breaking up of the group once the goal has been accomplished(Mindtoolscom, 2017). When our promotion and sales campaign ended and we were able to fulfil our sales target individually, the end of our group occurred and we move on to form new groups and set different goals for each other. 

[bookmark: _Toc502013157]5.0 How workplace communication and performance of employers can be improved
[bookmark: _Toc502013158]5.1 Interpersonal Communication
Interpersonal communication occurs between two people and it is a process by which people exchange information with each other. It can occur through verbal and nonverbal communication between two employees in the workplace (skillsyouneedcom2017). Interpersonal communication does not focuses on what is being said while communication but also there are various factors as well such as
· Tone of voice- When two people communicate in the workplace the tone of voice plays a key role. If someone is angry then the tone of voice will be heavy, when someone is in a happy mood then the tone of voice will be sweet and simple that will provide positive feedback to the receiver. 
· Facial expression- While communicating, the facial expression will always reveal the truth. A person might fake the tone of the voice but not always the facial expression. If a person is nervous or confused about something, he might try to fake it by using proper words and voce tone but the facial expression will reveal them all. 
· Gesture and Body Language- It is the movement of certain parts of a body such as the hand or head to express the idea or feeling to the receiver. A positive gesture will provide a positive meaning to the communication. Whereas body language includes facial expressions, body posture, gestures, eye movement, touch etc. These factors are very important while communication and self-learning is the best way to improve these skills. 





[bookmark: _Toc502013159]5.2 Written Communication

While working as a marketing executive, written communication was also important to communicate between my work colleagues and the managers and supervisors in the organization. There were days when it was not possible to talk with the head of marketing for an important issue as he was out of the country so I had to communicate with him through email and discuss about the work related problem. During the first month of my joining, I was facing difficulty to sale the new products into the market and I was getting many complains from the customers. Therefore, I had to report this issue to the head of marketing and use the written communication method as he was out of the country. Written communication should be well structured and follow appropriate formats. 

[bookmark: _Toc502013160]6.0 Important steps that employees can follow to improve workplace communication 
· [bookmark: _GoBack]It is very important to listen carefully to what others are saying to you and understand it completely before responding in a given situation(Sandlercom, 2017)
· Who are you talking to matter are lot. If you are talking with a colleague then the way of talking can be friendly and can crack some jokes if needed. However if it is the CEO of the company then employees need to talk with sincerity and respect.  
· Employees should always provide a positive body language while communication as it matters a lot. 
· If it is written communication such as an email or a text message, it is very important to recheck the message for mistakes before hitting the send button(Sandlercom, 2017).
· Employees should think before answering any question. Few extra seconds while thinking will not cost much but if the response is something that is undesirable to the other party then it can cause trouble. 
· Employees should stop hiding behind a screen, as the best way to communicate is face-to-face communication where clear message can be provided within seconds without and conflicts and misinterpretation.
· It is important to feel out other persons preferred mode of communication. When I worked as a marketing executive, I experienced that the head of marketing preferred to response more quickly to emails rather than setting meeting for face-to-face communication. Whereas executives from other departments preferred face-to-face communication and communication to the phone. 
[bookmark: _Toc456901523]
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It is very important for employees to perform well while communicating in the workplace. Occasional conflicts may arise due to poor communication but it should not cause much damage to the organization. Proper communication skills will develop as employees become more experienced with time and will be able to communicate better. It is also organizations responsibility to monitor the workplace conflicts and promote open communication between the managers and employees.
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